
Dcpartmcnt of Transportation I 

Division of Administration 
Gencrnl Support  Services - General Piles 
Atlanta, Georgia 
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'Ib This file contains the f o l l o w i ~ m e n t s  (include form numben and titles, If a& and file amngehnt): 

- - . the funds t o  the counties or ci t ies .  The cities or counkiee are raepcmribla .for the 
Dohmrents relating to ' the canstructida .of,county op city mads. The State  admlnisterro .. . ~. 

: , . . .  
-. . .  

'. . . . constructioo of the roads. 
,:, ! . .  * .  

.~ . -  . .  
Sec. ,ktachcd l i n t  foi .  bocmentr hcluded ,the aerier. -' 

. .. .. . . /  
The f i le  %8 kt?dfC&~, by 'project 'nma8d.l I '. ' . '.I . .  

The Division of Administration provides,etaff support to the Department i n  the area8 of 
general accounting, audits and f iscal  procedures, personnel and tzaining, contracts 
procurement and administraticm,'equipm%.tt control, purchasing, Inventory and warehous6 
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AlTACH SAMPLES OF THE FILE 
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cki . t  J3. I s  this the Record Copy of the series? 

14. 1s there a duplication of this srrlrs In another office or agency? 

I). h the informalion contained in this redes eyer summnrlred or'puhli.rhed? Attach cow of rillnrsrrq or prblicatim. 

. [XI . [  Portions of the series are duplicated a t  the city ot county level. 
( ] fx 

16. b e 3  the series rwitain'clamifled Infnrmafinn wpulrinq' m u r i t y  harldling? I '  
I I?. Do0 the series initials, rmcnd or lermlnatc agency pallcler and procedures? 
1 

- 
' 18. Could Ihe tuneticin be prdomed If the files were lost 01 destroyed? 

8 " I. f x :  

t f [x: 

rxl 
. E l  t x l  

19. 15 the series (or major portion of it1 repularly microfilmed? If yes, why? 

a boes the mord'raries provide data as input to an EDP file? . I I 
21. Does the record series contain documentation produced as EDP printout? 

& Has the Federal Government Issued instructions uovernfng ntentionldispasltion of there nla? 

23. Wil l  them be a need for these records 10. 15 years from now? I f  yes, what? .? c 1 -[XI . 
-- - --- - - I 

-... . yean: I 24 REOVIREMENTS. The following requires the files to be kept. 7 

a. [ J STATE b. [ 1 STATUTE OF c. [ J AUDIT d. f J FEDERAL c [X J ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 
{ 
\ 1 

Georgia Code Annotated Sectiai 3-705 - action upma r h p l e  contracts i n  writing sha l l  
be brought within 6 yearn after the right of action rhall have accrued. 

! 
- -- -- ----- .__L_-____cI ---- -----==.----- - - -- 

.2S AGENCY RECOMMENDATIONS: th is agency recommends that the file series be cut off at the end of each 
-[ J C4LENDAR YEAR *[ ] FISCAL YEAR -m ] O t b  Final State papent to them 

. comty or city. I 
( J Hold in the current files area month(s)/ . .. ._. .. yeart512 - . [ I Transfer to [ J State Records Center [ 1 Local Holding h i  hold _...-",..._... yrnrls): 

. . .  - ] Destroy. 
, f ] Transfer to State Archives for permanent retention. 
4 f ] Destroy immediately after cut-off. 

1x1 Other: (Specify) Plake f i le  in inactive project file; cut off inactive project: file 
at ead of calendar year; traaa8feO project fFh8 t o  Records Centep; 
ho!d 7 year;  rhea deetrap. 

1 

(Indicate Wetly rationals for recommendations abovelor writs adtiiti6nal remarks): I 

I 
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Attach Samples of the Series . 
Rccommndatiwrs 



OFFICE OP IIECRCTARY OF S T A T E  

DEPARTMENT OF ARCHIVES i IIISTORY 
Application for 

GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISION 

Dare Umplrtrd 

nrd to Deprrlmcnt d Archlves and Hlstow. Attention. 

Department of Transportation 
Division of Administration 
General Support Services - General F i l e s  

7. ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; fl NO FURTHER ACCUMULATION ANTICIPATED. 
2h 

El  
b Earliest & Latest Dates of Series 9. Exact Series Title 

1920 - To Date 
LO. What is the function of the office in which this record series i s  created 

The bivision of Administration provides s t a f f  support to t he  Department in  the  areas of 
general  accounting, aud i t s  and f i s c a l  procedures, personnel and t r a in ing ,  con t r ac t s  
procurement and administration, equipment cont ro l ,  purchasing, inventory and warehouse 
cont ro l ,  general  f i l e s ,  records management, Department budget and a i r  t r a v e l  service.  

CityiCounty Highway Pro jec t  F i l e  
I- 

- 
- - -  - - -  . _  , -  

_I ._ 
_. ..- - _  ,. 5 
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r -  r .  
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file contains the following documents (include form numbers and titles, if any', and file arrangement): 
Documents r e l a t i n g  t o  the  cons t ruc t ion  of county or  c i t y  roads. 
t he  funds t o  the  counties or cities. 
cons t ruc t ion  of t he  roads. 

See Attached l i s t  . for .- &ocuments included i n  t h e  se r i e s .  

The f i le '  is arranged numerically by p r o j e c t  aumbers. 

The S t a t e  hdministers 
The cities or counties are respons ib le  f o r  t he  

~ 

ATTACH SAMPLES OF THE FILE 

ANNUAL RATE OI ACCUBWLA"l0N 

AVERAGE DAILY REFERENCE6 



13. Is this the Record Copy of the series? 

1x1 ' 1 . I  I *. 14. Is there a duplication of this series in another office or agency? 
Portions of the series are duplicated at the c i ty  or county level .  . 
8 thejnformatiori contained in. thib $erks,ever summarized or published? Attach copy of simmary or publication. ] .Ix J ..; 

16. Does the series contain classified information requiring security handling? 1 1 ~ tx 1 

- ~ :: 1 .I [x I 
< - ~  [ 3 [x J 

I 1  [ X I  

I 1  'kl 

~. 
. . .  

~. ~. 
.~ .~ 17. Does the series initiale, amend or terminate agency policies and procedures? 

18; ~Cwld the function be performed if the~fi les were lost or destroyed? 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? 

.~ . .~ . . ~  . .. . . .~ 
...~ ~. - .  . ~ .  

~~~ 

21. Does the record series contain documentation produced as EDP printout? ' I  3 4 x  1 

22. Has the Federal Government issued instructions governing retention/disposition of these files? c 1 LXI 
23. Wjll the+ be 'a need for these records 10, 15 years-from now? I f  yes, what? ~ - '  .~ ' ' . [ _I [X 1 

- . .  . 
- ,  ~. ~ , 

. .  . .  . .  
. .  ~~ 

- .~ ~ ~ . .  

.~ 
. .  .~ 

... . ~~ 

~ ~.~ ~ 

~~ . 
.~ . . . .  .~ . .~ r . . ~  . .  

- -..-. ._ ..-.. ----1- 

~. .. . .  
-~ . .~ 

-_____. 
- 

~ .. .. . ~~ -. ... -~~~-..--_i_;~ ~~.~ 

. .. .~. ~, . . ~~ ~ . .  . . -. .~ . . .  . 
. -  . .  

. 
~ ~~ 

. -  

, . .  - 
.. . ~ '  

24. REQUIREMENTS. The following requires the files to be kept~. ~ . .. ~.. . years: . ~. 

a. [ ] STATE b. [ ] STATUTE OF c. [ ] AUDIT d. [ 3 FEDERAL e. [ X I  ADMINISTRATIVE f. [ 3 HISTORICAL 
LAW LI M ITATION . PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 
Georgia Code Annotated Section 3-705 _+ action upon simple contracts i n  writing shall 
.be brought within 6 years after the right of action shall  have accrued. 

I___ ~ ... ~.~ . .  ~. .. ~ ~I~-_.__.._l_ _I_.-.__ -A&- 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -B ] Other Final State payment t o  then: 

[ 3 .Hold in the current files area 

3 bestroy. 
[ ] Transfer to State Archives for permanent retention. 

[XI Other: (Specify) Place f i l e  in inactive project f i le;   cut of f  inactive project f i l e  

county or c i ty .  
month(s!/ . .. . .  ~. year(s): 

.. . ~- [ ] Transfe~r  to^,[ ..'j- State Records Center [ ~j Local Holding Area; hold :..... . ~I._ yearb): . ~ - ~  ~ 

~ . . . 
.~ . .  

. .  ~ ~~ .. . ~ .. ~ 

[ 3 Destroy immediately after cut-off. -. ' 
- -  

at  end of calendar year; transfer project f i l e s  to  Records Center; ~ 

hold 7 years; then destroy. 

(Indicate briefly rationale for recommendations abovelor wdte additional remarks): 

in Paragraph I Stale - I [ d p p r o v e d  


